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INTRODUCTION 




""This bibliography was developed as part of a research grant from the Michigan 
Department of Public Instruction to the Department of Business and Olstrlbutsv© 
i at Wayne State. The project was di rected by Dr. Fred Cook isnd 0r« 

I Eleanor Mali che. 

The purposes of the study were to determine: 

' the specific number and types of office machines In 

> a typical business community 

the types of equipment that wi l l be purchased within 

the next few years,, 

^ « the training demanded by t^^^ community of 

prospective employees 

Mrs. Bess Behnke, a Wayne State University graduate student, researched the 
literature from 1938 to 1964 and developed the foi lowing classifications and 
basic annotations. 



Key to Symbols Used in the Class! fi cat ion of Each Item : 



ANLS 




Analysis 


IQ 


•3 ■ 


Mental Capacity 


BSch 


' «»' 


Business Schools 


JOB 




Business 


CALC 


«Mfe; 


Calculators 


MGT 


- 


Management 


CON 




Concept 


MST 


- . 


Measurement 


CRS 


«P 


Course of Study 


NST 


mrt 


Teachers 


O eSM 




Criticism 


PHL 


- 


Ph i 1 osophy 


CWB 




Cooperation with Business 


RCM 


- 


Recommendations 


DE 


m» 


Distributive Education 


RES 


- .. 


Research 


EDP , 


■ mm 


Automation 


SEC 




Secondary Educati 


EQT 


fim' 


Equipment 


SRV 




Surveys 


EXP 




Experiment 


STD 




Standards 


FTR 




Future 


TRD 




Trend 


GVT 


. 


Government 


TRG 


- 


Training 


HST 


- 


History 


NO AN 




Mo Annotation 



^ There* s an increased interest on the part of secondary schools to develop or 
expand their office machines programs. This interest has been intensified by 
the Vocational Education Act of 1963. We believe this bibliography and the 
y study will prove of invaluable assistance to any administrator or business 
department chairman contemplating changes in their office machines equipment 
or curriculum. 



For information concerning the Office Machines Research Study contact: 



Fred S. Cook, Chairman 
Business and Distributive Education 
Wayne State University 
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CFPICE MAGHIK BIBLIOGRAIOT 
(Ajmotased) 

part A Books and Monograplis 



Agnew, peter -Xa- 
Boston! 



Office Maclaines, Vocational and Professional Monographs. 
Bel3jaan Whlishing Company, 19iH» 



ihis monograph contains a good job analysis for the adding-listing 
machines and calculators, as well as the xpialifications for 
operators arid usual learning times required. 



2. Agnew, Peter It. and Nicholas, .t. Cornelia. Office Machines Coy se , 3rd. 
fe ed. Cincinnati; South-Western Publishing Co., 124 pages. 

Describes full-keyboard adding-listing machine > ten-key rotary? 
and Isey-driven calculators. 

^ waTfnn.„ Methods in Vocational Business Education i Cincinnati; 

j. iiari , matmiig co. , mV. 



Chapters 8 and 9 of this general methods book survey the area of 

office practice and include plans for office machines courses, 
suggestions for equipment, and standards of attainment. 

k* Kephart, Williaift M. Idheral Education and Business , by James E. McNulty, 
^ Earl Ji McGrath. New York; 1903, HO pages. Bibliography pages 

Punished for the Institute of Higher Education by the Bureau of 
publications, Teachers College, Columbia University. 

5. Liles, Alton B. Parker. Some Factors in the Training of Cleric al Workers. 

Delta pi Epsilon Award Publication, 19^7 ^ Oklahoma A* & Mo College, 

194 - 9 . 



A study of clerical workers in Atlanta, Georgia, paralleling in 
parts the study made by Thelma M» Potter. The findings for 
machine operators were practically the same in both studies. 

6^ Nichols, Frederick G. Commercial Education in the Hij^ School . New York: 
D, Appleton-Gentury Conipany, 1933* 

m this general philosophy of business education book there are 
some references to machii^e training with particular mention of 
the findings in Nichols* earlier study, ”A Nev Conception of 
Office practice.” 



T* N€MA, St. Louis Chapter. Blueprint for Business Education, Monograph 
No. 65 . South-Western Publishing Co. ^ 1940. 

t ph-f fi i 0 a report of a survey made ifi Bt* Louis of the city *s needs 
^ in the area of business education in the public schools. 



Code 

JOB-STSM 



SEC-CRS 

TRG-STSM 



PHL-SEC 



TRG-STSM 



P0L-STSM 



SRV-STSM 



h. 

b 



RB XCB MGHHiBg wmcmms ' ^ . 

Seattle C 9 i^^ Bistaes s Mueatlett">*»^e Pooir tp tlae Sfev S^gfcler . gJOT^SICSM 

.,> 4 T. ., 

5 M» rep^t resulted fi'cii a survey leade ef tke office in Seattle to 
flud their preseat ftiture needs for enq?loyeeS|r and the intpHeatioa 
of such needs for the Seattle schools. 

». Oeeunational OutloOk Bhadhook. Bureau of lahor Statlstles> Bepartnaent of 
' ^ ^‘iSSor* 1963-64^ pi^B (Career inf^cmtion f<r use in 

goidanae^ . 

* Jl.’tcftit 10 million people did olerical or soae elosely plated vork ia 

191^3. aehool seems to he the req.ulr®^®'^ on-the- 4 oh 

traiodng is given, laad for soMJ ^ohs, the ea^Xoyers^^^ _ 

’ acpiieant to a sp^ial school fao training. Ihe outlook is good in 

this field. It is esthmted that hy 19 T 5 # olose , to ^ Hlllion aore^i 

people may he doing work of this kind than in 3^63 * Banks and 
Insucsnce C(»®ani«s are eaipected to esqpand rapidly. More and more 
mechanical equipment will undouhtedly he used, to speed the process 
of keeping h^iness recoasdsi, particularly in large offices, ^d in 

sane of these ofdses there may he sUbstaatlal reductioisiln^t^ 

nuMber of clerical employees. For the economy as a whole, hoKever, 
it is ea^ti^ that the nw positions created hy growth Will 
outnm^bcr the clerical eliminated hy mech 



X Ohio, ^te of . Ohio high School standards for Basiness Edueaticn . 

; Coluebusir 19W# P^s . 

3 appendix A gives a statistical analysis of husiness ^ucation in 

oSo hi^ schools and Sh<ws that ^ out of 1^^ schools teach 
• office machines. ’ • 

1» wofctfer.. !lSke3ma M. An Analysis of the Work Of G^e ral Clerical 
Cottferihutions to Education^ WO. 903* Bureau of Fuhllc^ 
teachers College, Colamibia University. Hew lorks 1^44. 

d*his doctoral study includet data on the machine work Of the 
clerical eaployees studied. 

2. sttackaan. Edgar B* Aa Integrated Office Practice Course of Study 
Secondary Schdois, HAlSiSPl Bulletin, WO* 3^* 

3his is a report of a doctoral study made of 427 heginning i^ffice 
workers and of the duties th^ have liad to perform on their iohs. 

■^ 1 - weyhasph A* Princinles of Basiness Bducation . Hew Xorks 5he 

Oiiegg Fchlisdiing company, 

clerical work/ includes seme general 
discussioin of the ugachines program in hl^ schools. 



SHV^gBSH 






CES-I 3 ISM 






(FPICB M/lCHXIiEIS BIBIiIOGRAm 



D Part B - Articles and Periodicels 

tl. Banker Looks at Electronics,” Business Week, March 30, 195T; psge I 05 . 

This business is esqperiencing a marked famine of clerks. Reasons; 
(1) Additional retail accounts which the bank is seeking, offering 
more and more servicesj (2) present clerks become bored with 
monotonous tasks aad move on to what looks like greener fields. 

2». Aberle, John Wayne. ”An Evaluation of a College's Curriculum in Business, 
Dissertation Abstracts , Vol. 15^ Publication No. III 56 , 1955> 
page 3 TB. 

Points out in general the need for business -teacher cooperation. 



3 . ’’Adding Machines That Think,” Business Education World , Vol. 35; 

1953; pages 

This discusses the x 8 new models introduced by National Cash 
Register, describing in detail some of the features on basic 
machines. 



4. Agnew, Peter L. ”The Determination of the Content of a Course in Office 
practice,” Unpublished Doctor's Dissertations, New York University^ 

1940. 



An analysis of two questionnaires sent to schools and businessmen 
over the United States (1) to find out what the schools were 
offering in Office Practice, and (2) what the businessmen th®u^t 
the schools should offer. 



5 . ”A11 Quiet on the Office Front,” Azasricaa City , Vol. 35> January, 1940, 

page T- 



Heralds the coming of the adding machines which '‘adds, subtracts, 
sub-tote,U 3 in red, is quiet and new.” 



€* Anderson, Harry C» "The Advances in Office Equipment,” The Office , Vol. 
59, NOo 1, (January, 1964, pages 13 I, 291-4. 

The statement is made that one of the Industry's greatest growth 
potentials is marketing equipment to smaller companies. 

T* Andrews, Margaret E. "Calculator Training in the Comprehensive Hl^ 
School, ” Balance Sheet , Vol . 33; . May, 195^> pages 398-9 • 

This is an explanation of the plan to provide comptometer training 
for some of the students in this school, which makes it possible 
to continue a reasonable orientation for all students on basic 
office eqtiipment, as well as to allow some students to specialize 
on the key-driven calculator. 



er|c 



Code 

TRD-JOB 



MST-BSeh 

CALG-iJmD 



AND3-STSM 



Cftj&C-SBC 



oERtcaB mcsxsBB 



"Are B-Schools on ttie 5!ra«^ Business Week> April 13 # 2 . 957 ^ 

page 



BScR-aSD 



firo prefects to reassess the si^ficance of lausinesB 

indaistry* ( 1 ) Fcr4 Foundation vill survey l aa n a ge ni e nt to find one 

what schooling is needed for a toiness career. (2) Carnegie 

Corporation will evaluate the ©ehooM and--wor35ing with Ford-r 
set «g? staMarda 

9 . Baldwin;, Woodrow M. "Introducing a Worker to a Machine^** Office Ba^cutlve^ TRG-JOB 

. Yol. ; 

A good njanagestteat technique which could he applied in the classrocin* 

^ Describes a secretary who has been used to a manual typewriter, but 

who was suddenly traimferred to an electric one. 

10. Btmhart, Wilbur S. "Office Machl,nes Business Educationj" Hatioiu^ E^-CCN 

Business Education Quarterly, Vol. 6, 1938, pages 44-6. 

Secondary schools have to reckon with a large nuiBiber of business 
nustehines which adds greatly to the ci^t of business education^ 

their care and houslns add to the responsibility of teachers and 

s»j®ervisors. 

LI. Barnhart, Wilbur S. ”A Practical Pr^aa fesr Teaching Office Machines,'* 

Business Bducati^^ mgest, YoL. 6, Ko. 1, March, 19^, pages 55-T- 

As the office manager of the machine in terms of end results, 

so should educators have a similar body of principles to guide theBi 
in the problem of installing office machinery for instructional 
purposes. 3Edsts five conditions under which machines instructionsl 

L2. Bates, Oertrude and Ferguson, Harold. ^’An Integrated Unit in Office 

Practice," Business JBduCiattlQn World, Yol. 33# Wo. 7 # March, 1953# 
pages 



NST-SE0 






TRG<FiC» 



Ik. 



States the need for students from a small hi j ^ school to be a 
**4ack“Of “all-* trades'* because of the possibility of small office dabs. 
This also tells about a project developed which was an integrated 
unit in handling a series of transactions that might occur in a 
small office. 

BauemfeUid, H. B. "Office Machines— Some Comparisoss of Various Methods 
of Teaching," American Business Bducation, Yol. 2, May, 19w, 
pages 225-32. 

A critical evaluatioa of the pros and cons of the various methods 
of teaching the office machines in the high school. 

Balaam, Xdoyd S. "Planning lour Office Machines Course," Business 
Education World, Vol. 33# January, 1953# pagaa 239-^2^* 

A detailed discussion of the steps in determining the scope, content, 
obdectlves, and procedures f^ an office machines course. 



eSM-STSM 



CRS-HST 
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r- 



mas KftCEDiES msisimsettc 






JcJust# VogafelcadyEtl, Bu&io6S0 Bdi3CQ>i/lORj** SEC—RCM 

Bq&lness jaacatloaii YoX* 19^5-^^ pag® 260- 



Aisccjr^lng to tlue Uuitefl Btateo Offloe of Miioatio^ YooationaX 
leaflet^ Ho. 12# 1943# page 35# "Ijeso than 50 per cent vho ccogplete 
a ooonie^r^^ coui?a<^ in the puhlio high achoola €Kf the Ohitel States 
aa^ snffieic^tiy trained to jneet the ininiiia^^ enplo^went standaafds 
of husiness and In 13#000 high scdiools# 1>000#QOO 

students ijepe in typewriting# ^ 0#000 in shoirthsnd and hoohkeeping- 

Bechley# Benald K- ’"JSeet Business Heeds *Qir 0 H^ Ooofpa?atiT^ 

Sehool Beyiey# Hovanher# 1943# pagss 539«43* 

3 !hls is a good discussien of the ways in whioh a school can aalntaiii 
its acadeade standards# help the stud^tit fit into tl^ world of 

husiness# and glTS husiness an oppc^rtunity to use soBLe of the 

potential which the school has to offer- Points out the need for 
flexibility, both by the school and by Business. 

Bechley, Donald K. **!Eralning f or SaalX Business Operation,” Indus-toiaX 
Arts and Vocational Education, Hovember, 19^5* 



DE-CWB 



IRG-JOB 



Suggests what institutes can do in the way of education to prevent 
so many sna?J. business failures- Most of our training is geared 
to the large businesses but students can be given training and 
knowledge which would assist small business tc get a better start- 

Berger, Cyril S- "Handling the Finished Product," Office Executive, Vol- EQjn-JOB 
2T, October, 1952, pages 31-2 

Business mail has been called the Ufe blocd of coamerce. It must 
be handled with speed, accuracy, and at a low cost. This article 
p(^Lnts up the fact that there are many labor-saving devices available 
to every business, no matter how small, to the advantage of modem 
mail-handling- 



Blachledge, Walter. "Today— 25 Million Office dohs; Tomorrow— T Million 
Moraf" dburaal of Business Educatidn, Yol. 39, Dec^ifijer, 19o3# 



©. 



CRS-m 



Secretary Wirtz has said# "It is so often overlooked that the machines 
not only reduce the number of unskilled jobs but also increase the 
nuniber of s 3 d.Ued johs-" The training fca? of -^ese skilled 
jobs rests ^th the business teacher. 

tejce I- "Education fm Office ©ceupations," Bchool life, Vol. HCM-iTE 
^!3," Hovember, I960, pages 16-20- 

Discusses 5 "'‘dsy meetliig of 30 specialists called toge'^er by the 
Division of Vocational Education. Conference developed "Guides for 
Action." Major reason for meeting was to recomaend to the Office of 
Educattamdiat it could do to promote office education. Teachers of 
Mucation should have the broad background, including professional 
education, general education, occupational eag^erience# and proficiency 
and lajowledge of guidaffiJO teclu^ 



ERIC 

hiaifiiifftaiTiaaa 






i. BlBeJsatoiie* Bruce I* ^*Eie Ejg^aasim of Office Education” 
Val. 59/ Be . 1, January, 1964^ pages a22> 295-’0*- 



k 

IRD-JGB 



®iiB art:ic 3 .e diseusses the grcwlMg acloacwledgBaeat of tlie ii^c^taiice 
of ad»ication. with an emphasis on office education; in the past, 
education was concentrated or how to produce things. Bow 
recofaiized Uv 5 both production and distrihution Kssts on the 
functional re^ jrds kept hy an or^nization. lEhe puipose of recor^ 
is mainly to guide decisienn^* BetaUs are giyen as t& the ^te of 
growth^ office facildtated functions. !Ehe increased denaad 
^ Tify >TTOation. frcpL more sources ahout more itenn will support the 
office of ^e future. She Bhrkias*^ Bill (HSi 9 ^^ 'VOcaticsnsl^ 
Education Act of 1963) is evidence of the fact that the public 
recognizes that the omce is the «itrance to the ” world <sfww^ 
for many hi^ school students, fhis article discusses the hill and 

its Implications. 



82. "Bookkeeping Hachihe Practice with a Purpose," Balance ^^et^ 39^ 

Kovemher, 195T# ps^c 128. 

Each pupil vm jsssigned seTeral activity accounts of the hi^ school; 
these were set up on ledg^ cards. Such a 4oh gives them a sense 
of responsihility and 3^rsonal accomplishment. lEhose teachers who 
do not have "real” accounts can find some in texbho*^ and practice 
sets to give the student the necessary trailring in the use of 
machines. 



IRG-ECM 






Brendel, lerw "Where + Who + What + How omce Practice,” EBd 
j<rCTUl> Vol. B, Pehruary, 19 ^ V PSijSS 9-^13* 

t’%^ the above questions must he considered when considering the 
questions of "How to teach office machines.” Since the eargl-oyer 
is concerned with the volume of work put out each day^ it is necessary 
to develop within the student the element of time and m^ion 
awareness !#o increase production. 

Brenrae, A. A. "MeaBurlng OfH.ee ProauctlOB," HOBA F6iCTm» YoX. l6, 

Pehruary, 19^1# pages 20-1. 

A descKKlption of the methods and success attained hy the Collins 
awrT Aikman Cocporatlott in setting standards for office work*. 






"Bringing City Reccr^ to Ufa,” American Ci:^^ Vol. 5^# Cstoher, 1939# 
pages 42.^3* 

Describes machines being shown at the Hew Xork World's Pair— 
electrics! accounting machines. 

Brooks, mmm lu "Hew WXt to the Wirite GoUsr,” Dun's Eeview, Vol. 82, 
Part 2, ^tsBiher, 19^3^ pngen 98-IOO. 

("It is mnglng Its Siape As Wen As Its Pace.”) idrite collar 
pronlses to heceme more and more tight as machines displace more ^d 
mere people. Since World War II, the American ecaww 
four white to one blue (an increase of 48 per cent since 194T;# 






P$E-dOB 
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)mCE MACHHIES BIBIJtOCSAgHy 



2T« 




29 million l»lue collar workers (a decrease of 9 per 
same peri<^) j changes are cert»<3i.n|f ■fehoughj iJ^ hhe whitje collar 
group itself. Many facets of EDP create new white collar 4dbs 
even as the computers take over the clerical Jobs . hdlib < 

these changes have come a whole new set of prohlems for manage^iit 
and the office. Here is where the element of uncertainty comes in... 

Are the hi^ schools to train students for johs that will he elimtnat^^ 
in the future hy changes in technology? ®ie need for r»ohility and 
adaptahility is great. For the white collar world itseif ^ the key to 
the future mi^ he fualily rather than quantity. 

Brown, Co*irtney C. "Knowledge of Ehatt" Guest Editorial, Saturday Bevi^ ^^COR 
Vol. 42, January 1T> 1959* pages 52, *f9* 

Acknowledges the fact that we are in a state of great change, hut 
also states that there is a "ferment on the caiiqpuS." ^iter contends 
that there are ohvious and certain disadvantages to excessive ■ 
concentration on snusdJLer segBients of total toiowiedge. ®his is 
par^cularly true in education for business. "®ie opportunity 
never again he so favorahle to hecome fsoniliar with and to think 
about the many features of business, their interrelationships, 
and their significance to the society in which we live; to develop 
that interest and curiosity about all phases of business t 4 iat will 
mate one a continuous student of business throu^out a business 
c^ecr ■ 

Bryan, B. B. "Clerical draining Values of Calcxilating and Adding listing ^BV^STSM 
Machines," UBEA Forum, Vol. 2, January, 19^^ pages 29-31jr ^T* 

••'OChe author is educational director of the Monroe CaXculating Machine 
Gco^any. In this article he surveys the usual plans for teaching 
machines in the schools with an evaluation of the various plans. 



29 . 



OKG-Fm 



30. 




Bryan, B. D. "OhrainiBg 19T0*s Office Staff Today," Journal of Busii^sA 
Education, Vol. 32, December, 1956, pages 119-20. 

Indicates need for proficient pencil-paper canputaticni as w^l as 
dexterity on business machines. (This is in answer to an article 
by John A. Biarie, May, 1956, page 156.) "After all, business 

machines don H reqpulre ©le^troiiic eiigineers or 

to operate them; a n^cmal proficiency with simple arithmetic is 
virtually the only prerequisite." 

Buchen, Harvey A. "Office Macjhines Versus Office Practice,” Balance Sheet, HSS-TRG 

Vol. 31, February, 1950, pages 256-9. 

n[^h^R implies that most teachers are ill-equipped to teach office 
machines as a separate course, as the teacher is usually proficient 
in only the use of one or two. That is why off ice machines has been 
tau^t as a course related to office practice- "Good off ice macblnes 
teachers are few and fhr between.” Since universities do not offer 
opportunities for teachers to master such skills, then the teacher 
has two alternatives s (l) the trial**and-errca? method, sta^ng 
after school and tiying to work out. all the problems, and (2) 
at her own expense or with the ccnpllments of the company, a'^stend 
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qmSB MACglWES KEBEtOGBAPHT 



6 






Jl- 






tbe 00 ^^ of the eoiapanie&^ 

the machines. statemeat that office aachinee 

ftw^ nffiftfe practice should he tau^t as separate co«rses---oi^ 
canplementing the other* 

Mehea. Harvey A. "Office Machines Versus Office Practice,” BaXaace Sheets IQ-^SM 

Olhe author helieves that the students of average cr lower I. Q. 
are better adapted to heccme machine operators. 

Th i ru^ .. Henry. " Office Machines— Sheir Part in the Mobility Effort; Trends TRD-EQfP 
and Beveloi^ents ih the Eq^disient Industry,” omce Eacecu^ VoX. 

• Z6f May^ 1951 ^ pa«es 1 ^ 7 * 

Tn appryi fiffTii Tig the prohlecL of mechanization in. the offS=ce^ this 
survey was started "by contacting all the major m^ufacturers of 
^a<pt^pwAw^~. «nfl gftvftrfti of the smaller ones. Over 70 interyiews were 
conducted with the manufacturers; also> cooperated /«^th a number 
of ccB^anies which were hnown to he particularly efficient. Check 
f»Ttt^iwa « pd counterclaims# results of one source against ancther. 

Certain factors were found to he repeated again and again. These 
added up to general trends in new eqpisment design. 

^Business Education for Ehatt” tlniversity of Chicago Conference on Business SEC-COH 
Education# Chicago. 

Proceedings of the University of Chicago Conference on Business 
Education# School of Business# University; of Cidcago# Hew York 
Gregg Puhlishing Coopany# 1940. Titles Business Education for W? it? 



54 , 



"Business Machines Are Only 60 Years Old#” American City# Vol. 62# 

‘ January# 194T> page T* 

Ten years ago (sic# 19^7) . The American City and Municipal Index 
counted the numh€^ of husiness machines in 384 municipalities# 

•hhftw used Milwaukee as an example. In 193T^ Milwaukee owned 150- 
husiness machines as compared to 287 in 1946. War interrupted 
mechanization of accounting and office practices. 

Calleiman# C.. C. "Instruction on the Operation of the Multigraph#” 

V Journal of Businega Education, Vol. 15# Ho. 6 # Pehruary# 1940# 
page 25 . : 

This gives step* 4 >y«step details in instruction on the multigraph. 

Carmichael# Vernal H«. "Heed for Research in the Field of Office Machines 
and Clerical Practice#" HBEQ# Vol. l4# Decemher# 1945# pages 49-54. 



HST-EQT 



HST-TRG 



BES-SEC 



Maior ohjectivesi . 

(ly To acq.uaint the students with the machines which are found in 

modem offices; 

( 2 ) To acquaint the students with the firms* proc^ures and practices 
that are used in modem offices in connection with the use of machines; 

( 3 ) To furnish the students with: the opportunities to acquire skills 
in the operation of office machines. 
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, tethleea a. "A lieal^ W > {»ilo--aic^ te . 

. ' Achieve MaxJwm Eesiiita a Miid^ f lOO 

Qf^ Baslneas muesWte, Vol.. 39> JPeceiifl)CT^ 19t>3» pa^a 98-100 



*EBG**SI50 



StareaaM neceasity of having nffiteciala-HBiew, MnnalBl' etc . --^ady 
'before school term starts. . Author developed aa instructionaX 
Ti >ATi-^iaX geared speelfieal^ to each machine * 



3. nfoBB. I^ri-Bi Hcwe, ifel. "P3^ fOT tHs^omee !lai*lh98. 

Office Practice Kocb at Michigan UMTewity* 

Bueinesa Eancatiohj Y<d-« 3T» ^hruaiy> 19^^> pagca 102-3* 






GlTOB in aetaii iie ph^clL la^ pJace and r?*^B why it 

waa a<ae thia Wr AntfeipSti^^'c^ a» gtvw. 



ChOT^, Plwence. "A Stnfly of Office BpactlceB-and^J^ ih 

^Buaiheaa Offices of Qninc^r, lUinote," WnpuhliBhed Master's 
OSieais.. University of Iowa, 19^. 



SEY-SISM 



A SfflrVey of 115 omcea in Qnincy, IlUnoia, and their a^loyees 
•fTiv n-Tvied 111 'varlotts icisds Of office vorh* 



Clafh> Ray A. "Office Machines^ Selection principles^ - Office 
Yole 30, June, 3.955^ pages IT-S- 



EQPM*0B 



It*s yeuy easy to hnlld np a strong case for replacing an old 
omce machines therefore^ we mast set n. syst^ 

the assets of old .and new equipment before we move to^make replacements. 
Machine selecttm presents two major questi^s 

needed? and, if needed, what particular machine shouad. he selected? 



”Col2.ege Attuned to Business: Rcrthwood Institute, Midland, Michigan^ 

Business Weehi Septenfla^ Ty ^9^3j pages 



BSch«CNB 



Prides itself in the fact that it is supported by business. Caption 
cjn Pictures "Row to operate adding machines* The school prides 
itself on its practical application to business." It uses businessmen 
as counselors and advisors* 



L GonJOingf Clarence M. "Put Otot Mach^ to Work," Bal^e Sheet, Vol. 32, SEC-RCM 
May, 1951, pages 394-6. 



mds writer describes the use of a few machines in a small school, 
telling how three business ' machines handle a potential of _ 55 

eacJi y€S 83 ?^ Use hssd-^opersiied machines beca^e|f »fl^ reels 
iibset basies can. l^e mastared iriLthcui; mucli trcuTalei Poe f\ixL^ 
keyboard, one ten-key, and one calculator. 



3 , Cook, Pred S. "Could This Happen to One of Your Shcarthand Students?" 
UBEA Forimij October, 195^, pages 20-2. 



Recommendations are a^e for the type of eq.uipment that mi^t be 
used in office practice classes* Attention is given also to 
sequence and scheduling and practice on several pieces of equipment. 
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Cook, Ffed S. '*A CSsneral Clerical Course for Seniors Business Bduca^^ 

Forum, Fe~bruary, 1962, pages 7-9- 

How much, practice on machines do clerical workers need? This an^ 

related topics are the focus of the proposed course. 

Craf, John R. -'Preparing Young People Business,” of Busii^ CON-SEC 

Education , Vol. 5r No. 8, April, 1940, pages 11-2, 14. 

This states the need for education to he more c^prehensxve than^ 

before. Points out the need or value of part-time ejqoerience, ^t e 
necessity for understanding business and his relationship to it. 

English is fundamentaT and eccmonics should be studied.* 

Crawley, Kermit. "Vocational Requirements for Beginning Office Jobs^__ ANIS-^OB 
Tndustrial Arts and Vocational Education , Vol. 40, January, 195 i 
page 27. 

Following are scaae significant data which grew out of a NGI^ survey 
as conducted by the committee pf which the author was a member: 

(1> As tte size of the office increases, proficiency requirements _ 
kr beginning ^obs becomes lower. (2) Oyer half 
have a program of in-service training. (3) 

companies do not give functional tests to applicants. (4) Ninety^ ^ 

per cent say thay have ^ob specifications for beginning steno^aphers. 

(5) About half the companies require a physical examination. W 
Ei^t mental traits listed as being most important ^®^®* 
grammar, and accuracy; then, general knowledge, adaptability, 
independence, and memory. 

Cross, Henry A. "They Need More Than Skills," Business Education World," MST-JOB 
Vol. 21, September, 1940, pages 31-3 • 

Suggests use of self-test called "Self-Discovery" (Otis Test can^be 
used) to give self-confidence. In this test for office workers^is 
remedial reading, social axts, general psychology, or some ff the 
varied types of work to enrich the student’s total equiimenu so unac 
they will be personable as well as skillful in business. 



49. 



Crcwnover, Hugh I»., Jr. "A Survey to Determine the Needs for Courses in 
Office Machines in the Public Hi^ Schools of I&ioxville, 

Unpublished Master's Thesis, University of Tennessee, 1941. 

This questionnaire study received replies from 3 OO businesses in 
Knoxville, Teimessee, giving data concerning the equipment hsed 
in the offices;, the numberf of full-time, part-tdme, male, female, 
trained, and untrained workers, and the requirements for employment. 

Currigan, Thomas. "Office Mechanization E:q)erience," American Ci^, 

Vol. 74 , Jime, 1959> page 139* 

One of the big questions coming up when deciding ^ 

equipment is: Who is going to operate the equipment? Hoes ^®^® 

and es^rienced person, or can I use my present staff after they 

have been trained? 
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50. Daniels, 1. M. Dale aXator Training for Varied AMlity Student^^^^^ 

American Business Education , VoX. 2, May, 1946, pages 245-T* 

An Officer of the Burroughs Machine Company gives valuable suggestions 
for schools as to who should tahe the machines course, standards to 
attain, and plans for training. 

51. Daniels, George S. "High School Calculating Machines Course,” JournaX^of CAIC-SBC 

Business Education, Vol. IT, No« S, April, 1942, pages 17**9» 

A discussion of one teacher *s idea of what an 01 f ice machines course 
should be . . 

52. Dobie, R. Magruder, ”How to Educate a Secretary, " ^Saturda y Evening Post, BSeh-TRG 

Vol. 221^ February 12, 1949^ pages 30«1, 116. 

Katharine Gibbs School in New York teaches girls how to dress, groan, 
up, type, take notes* “even 'to spell. Believes that relations 

must be maintained with the business world. During a year at this_ 

school, each girl is required to write a letter to a bona fide employer 
asking for permission to come around and discuss his secretarial 
problems. This gives the potential secretary a chance to see the 
inside of an actual business office, thus giving her a better insist 
into the reality of what the future might hold. 

53. Dotson, Verner. "Procuring Funds for Office Machines," National Businers BQT-RCM 

Education Quarterly , Vol. 16, May, 1948, pages 43-o^ 

r|P T»i<a final considerations after many others have been satisfied: 

(1) Inform school administrators. (2) Determine the school's 
responsibility. Scanetimes when schools lack revenue, businessmen 
are ready to lend their assistance. The Seattle school situation was 
difficult. Most typewriters and other office machinoo were old or 
worn out. Machines were needed for experience as well as ^ for 
replacement. The value of the business leaders working with office 
managers was known when the Seattle School Board authorised more 
than 100 thousand dollars for new equliment. 



IQ-STSM 



* 54. Pairbrother, Roy. "Education for Business —^Jhat the Inventory Shows," 
Education, Vol. 66, December, 1945, pages 233-7* 



ANAL-SEC 



An article written for the post-war training of demobilized men and 
women. Discusses selection and guidance of the teaching methods 
and techniques. 



55. PaJkner. Robert E. "Machines, the Orphan Subject," The Bala nce Sheet, CAIiC-TR( 

Vol. 33, December, 1951, pages I60-I, 163. 

The writer gives his idea of how full— key and ten— key machines should 
be taught. He recommends use of used machines, hinting that 

teachers usually look for the "newest, most eacpensive machines. 

56. Fasnacht, Harold. "Background Preparation for Office Machines Training," TRG-SEC 

Business Education World, Vol. 23, March, 1943, pages 413-5 • 
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Clearly states that specific training is necessary for calculators, . 

posting machines, duplicating machines, transcription machines. She 

I main purpose is to achieve a high degree of efficiency with the 

least amount of wasted time and effort on the part of the learner 
and the teacher. ^'•...Independent ^udgaent and general aptitude 

ought to he prerequisite; hut most instructors are not in a position 

to require this." 

57 . Pasnacht, Harold D. "Equipment and Supplies for the Office Appliance EQS-SEG 

Lahoratory," UBBA Forum , Vol. 3# April, 1949, pages l4-5. 

Frohlems to he considered in setting up an office machines program. 

( 1 ) Selection and installation. (2) Operation and maintenance. 

Suggestions to he kept in mind in the selection of equipment* 

( 1 ) As Mich variety as possible should he made available w the 

students. (2) Those makes of equipment shouM he selected on which . 

service is readily available. (3) Machines and equipment which 
are similar to those used in the community and nearby offices where 
students are like3y to work to he installed® (4) The budget of the 

school must of necessity he a governing factor. ( 5 ) Where a 

limited budget is of concern, care should he taken to see that the 
most instruction time is given to the most used equipnent. 

58 . Ford, Gertrude C. "Keeping Office Machines Instruction in Line with 

Psychological and Scientific Findings," HBEQ , Vol. 9, Marcn, 1942, 
pages 9-12, 45-T« 

States that educa' lonal writing in the fields of t^np^writing and 
business machines has often heen on objectives, organization, and 
equipment, rather than on psychological and scientific findings 
related to skill learning, production standards, and evaluation 
of progress. 

59 o Forney, M. L. "Offi©Q Machines in Use and Training Beceived by 

Machine Operators in Lincoln, Nebraska, with Implications for 
Teacher Training," M. Ed. Thesis, University of Nebraska, 195«, 

125 psges. 

Of 391 responses about the preparation of office machine operators, 

47.6 percent indicated that this was done by the employing firm. 

The typewriter was the machine used most frequently. The number of 
manuals equalled 36.8 per cent of the total of all machines reported; 
the electric reported 11 per cent of the total of all machines . 

60 . Fox, Frederick G. "Performance Standards in Office Operations," NBEQ, 

Vol. 9, Spring, 1941, pages 15-6, 33- 

The article lists standards for production on the adding machines 
iBri<s calculators as obtained frc^n several authoritative sources • 
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61 . franques, M^-ie Louise. "Some Problems and Trends in the Teaching of 

Office Machines and Appliances," UBEA Forum, Vol. 9, March, 1955, 
pages 27-*8. 

Surveys provide means hy which the school is able to obtain 
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information about the potential ^ob market and business entrance 
j» 0 gp[ 3 ,y©B[i 0 ]its in the community • States that the acquain.fe»ances^^H 
level is sufficient.” 

62 . Freeman, Max Herbert. Business Education World, New York, New York, 19*^3# 

55 pages. 

Bibliography of research studios in Business Mueation, 1920-19^0; 
a cumulative author, subject, and institution index of research 
studies in business education listed in the United States Office 
of Education. 

63 . Gabler, J. Kenneth, "feaching Office Machines," Journal of Business 

Edmeation , Vol. I 8 , No. 4, December, 19^2, pages 19-20. 

The purpose of using the suggested system is to show how the 
individual teacher can minimize the amount of time expended with 
each pupil. 

64. Garwood, Samuel. ’’Layout and Equipment," NOMA. Forum, Vol. 24, January, 

1949 # pages 19 - 28 . 
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An official of the Bell Telephone Company discusses the factors in 
selection of machines and the necessity of training for the 
operators. 

65 . . Gehres, Maxine. ’’Machine Caleulationj^” Ohio Busi ness Teacher, Vol. 9^ 
October, 1949, pages 23-5> 28 . 

The author describes the plan of machine instmctlon used at John 
Hay High School,- Cleveland, Ohio, and stresses the need for 
arithmetic instruction in connection with machine training. 



66. Gibson, Dana and Straub, Luralyn. ”What a High School Business Graduate TRG-NST 
Should Know About Business Machines,” Business Educatio n World, 

Vol. 32 , NOo ’T, March, 1952, pages 325*^^^^ 



These authors say that it Is time to review machines courses because 
the recent wars have created such a labor shortage that mechanization 
is beinfic sued up or forced. The machines that a school should have 
are spared between the single school and the multiple school. They 
justify machines by placing them under "basic" and "desirable 
additions” : typewriting duplicating, dictating, figuring and 
bookkeeping machines; instructional and adjusting machines are 
named as being necessary in the office machines room. 

67 . Gibson, Dana and Straub, Luralyn. "^Shat a High School Student Shmld lOiow TEG-NST 
About Duplicating Machines,” Business Education World , Vol. 32, 

No. 7> April, 1952 , page 389* 

This in particular with the skills and knowledge required 

by the student studying duplicating machines. It mentions that 
this skill can be acquired quickly. 

9 
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Gilsson, ■ E. Bana 



69. 



EDP-SEC 



EDP-M) 



$ime to TeacU Business Electronics--And We ^ 

Doing It At San Diego State/* Business Education Worlds Vol* 36, 

Jnne> 1956, page 28. 

Suggests that tescliers read all they can find about the subject and 
"bring in speakers to present specific up-to-the»minute inf<armati an* 

Adaption will be the best plan for years to come. Business teachers 
must learn how IDP is going to affect his subject and his methods. 

Gibson, B. Dana. "Office Automation: How It Will Affect Business _ 

Education in the Future,” Balance Sheet, ¥ol. 39, November, 1957, 
pages 100-5 . 

®iis is a very thorou^ discussion of the meaning of this new 
technology, the various terms and their implications, and how they 
will affect the different office positions. Secretaries will be 
lesst affected, stenographers may have to change, typists will o 
upgraded, and many other similarly ordinary things will change in 

the office. 

70. Giordano, Albert G. "Office Practice Area Report,” Merican Business 

Education, Vol. 15, October, 195®, pages 173*“+* 

Automation will create new demands for more skillful typists wd 
machine operators. These machines will require even higihsr skill 
on ten-key touch operation, as well as on calculator machine 
operation. 

71. Goldsmith, Samuel. "The Formulation of an Office Machines Course in the 

Secondary Schools," Journal of Business Educati on, Vol. 5, «o. o, 

April, 1940, pages 19-20. 

This writer approaches the problem from the angle that "business must 
be satisfied." He states that the dearth of tet^ts makes testing . 
difficult, but one*s ingenuity should solve this problem. 

T2. Gottsdanker, Robert M. "Measures of Potentiality f or MMhlne CalTOlatton," IQ-STSM 
Journal of Applied Psychology » Vol. 2T» June, 19^3, pages 233“‘t8. 

This study sought to establish a test battery for the selection of 
machine operators but concluded that ■tb.e tests used did not provide 
' sufficiently high correlation. 
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73. Grata, Jerre Eugene. "Identification and Analysis of the Major Issues in 
Selected Business Education Subjects of the Public Secondary 
Schools," Dissertation Abstracts , Vol. 22, No. 6-7, 1961-2, 
pages 23 OO-I. 

The purpose of this study: (l) To decide the major issues in ^ 
selected business education subjects, and (2) To determine the opimon 
of current business leaders in business education with respectability 
to these Issues, (3) determine the extent to which these issues 
are controversial, and (il-) To determine the treads of thought im 
these selected business areas. 
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Tit* Green# V«ra* ”irCMA*s Suggested Standards for Beginning Office ^©138#” SXD-JOB 

Education# Vol* 72# OetoTjer# 1951# pages 101-6. 

Statistics revea3. that on over-all ^obs# emplosrees are functioning 
at about 25 to 30 per cent capacity. This means that every office 
has two to four times as many workers as it should and is esg^nding 
four payroll dollars for every dollar of work performed. 

75. Oroark# James F. "Incubating Office Vorkers^” Chicago School Journal# CWB-JOB 

Vol. 30# No. 2, MarCh-April, 1949 # pages 202-5. 

* This is a well-written article about the esqoeriences of the new 
office worker in her beginning ^ob. It stresses the necessity of the 

^ school helping the new worker these difficulties while she 

is yet in school by cooperating with the office# and by the teacher 
working closely with the office staff to see th4t this is a learning 
process rather than Just a means ©f getting seme work done. 

76 . Gruber# Charlotte. "Office Machines— Vital Phase in Clerical Training#" TRG-SBC 

OBEIL Forum# . Vol. 11# February# 195t# pages 12-4. 

» , 

"Vitaminizes" or lists the machines in order of Importance# as vitamins 
are Important in ABC order; i.e.# Vitamin A represented the adding- 
listing machine; Vitamin T# at the other eactreme# r^resented the 
transcriber. This article is actually a selling piece for the 
teaching of office machines# discussing each machine and its 
importance to the whole program. 

77* Gustafson# Carolyn and Philo "Secretaries Wanted— Desperately#" Saturday GVT-C(Bf 
Evening Post# Vol. 224# October 6 # 1951# pages 40, 71«^. 

This article is about the woman^power shortage in Washington# D. C. 

Untrained secretaries are being offered k2 dollars per week# 60 
dollars per week# etc. This dire heed brought forth the statmnent 
that they might try to ellndnate the use of stenographers Just for 
typing reports and answering phones; it went so far as to prognosticate 
(after describing the popularity of dictaphones by many businessmen) 

"the necessary step may be a machine which will take the spoken 
» word and pu^ it ri^t down on paper without b^Eieflt of the fealnlco 

hand." 

* 78 . Cfuthrie# Meaii. Rai^ond# Jr. "The Measurement of Personal Factors feelate^ MST-JpB 

to Success of Office Workers#" Dissertation Abstracts# Vol. 13# 

Publication No. 6383 # 1953* 

A study for the purpose of Investigating the feasibility of developing 
a teehniqu® which would aid in the differentiation of those msployees 
who have developed desirable personal traits for office work from 
those who do not possess such traits. 

79 . Hahebrink# Lawrence. "Emplcjyment of Office Machine Operators#" Jotarnal of 
Busi??esa Education# Vol* 16 # Januaiy# 1941# pages 23-4* ^ ' ^ , - 

A report of a survey of twenty business firms in St. IksuIs# showing 
the numbers of operators and the attitudes of the employers toward 
high school training for these office Jobs. 
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80. Hai*ry# Icll* "A Easiness Machines Course j” Balance Sheets VoI» No* cai-SEC 

• September^ 19^3^ pages lT*-9* 

This writer describes the husinesfi machines course at this particular 
high school, enumerating the objectives, the course plan, the machines 
taught, the equipment, the classroom organization, the grading, student 
responsibility, and Job placement. 

81. Hartsel, Gladys S. "Teaching Business Machines," Business ]^ucation WorM, TRG-$EC 

Vol. 26, January, 19^^ pages 241-2. 

States that it is necessary to have a thorough Isnowledge of business 
arithmetic if one ic to learn the calculator. Maintains that this 
machine cannot be learned in "one or two easy lessonsi he is 
acquiring a business tool; therefore, his aim should be extreme 
accuracy. It is necessary that the teacher have some shill if she 
is to teach it." 

82. Hittler, George M. "Problems and Issues with Reference to Teaching CON-STSM 

Procedures in Business Machines," Rational Business Teachers 
Association Yearbook , 1941, pages 295-304. 

The author gives a summary of current thought on machine training 
covering such topics as basic philosophy, amount of tralaing, class 
organization, plans of instruction, production standards, grade 
placement, and pupil selection. 

83. . Hittler, George M. "Teacher Training in the Field of Business Machines," HST-TRG 

' miQ , Vol. 14, December, 1945, pages 45-8, 60. 

Should office machines teachers be skilled operators? Some concepts 
of office management need to be taught because the teacher is like 
an office manager when he chooses equipment. The basic principle 
here is that the machine is only a tool for solving a problem. This 
problem must be analyzed before the machine is purchased, and lab 
tests must be given before the ri^t machines is selected, fhe 
teacher must also know about time and motion studies. This writer 
states that the teacher gives attention to the "how" and overlooks 
the "whens, wheres, whos, and whats," leaving the Job partially done, 
because effort in this area is yet unorganized and vinsystematized. 

84. Hittler, George M. "Training Office Machine Operators," Journal of Business TRG-SEC 

Education , Vol. 20, June, 1945, pages 15-^- 

Fundamental facts and assumptions: (1) Office machines training 

attempts to give some members of that group of those with twelve or 
less years of education a marketable skill. (2) Those migratiiig to 
the urban areas cannot aaqpect to get the needed training in the 
original high schools (3) Business education can help cut cost of 
production by p. viding well-trained workers. (4) Office machines 
training on the pre -employment level may be general in nature— to 
encourage adaptability of some types of machines to some office 
problems. (5) Operator must find relationship between training 
received and Job opportunity. (6) Some workers can be best taught 
^ on apprenticeship basis. (T) Daws of learning— whole versus part— 
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a;laoUld b© thorou^ly known by the teacher. (8) hearner muet participate 
in the demonstration, as demonstration techniques are very often of 
most value in developing machine sMll. (9) Different types of 
ynachl courses may be offered on different grade levels . (10) An 

adequately equipped laboratory is necessary in order that the student 

can integrate its operation into total mastery of the total machine 
skill. (11) Teacher should encourage good posture, hand position, 
correct stroking habits, etc. (12) i^rangement of machine, materials, 
etc., is important. 

85 . **How to Get Rid of Some of the Office Paper Work," Personnel , Vol. ii-0, RCM-JOB 

« No. 5 , September, October, 1963 ? pages 55-61. 

This is a very good article, giving some ways in which one eiiecutive 
"" eliminated much of the unnecessary paper work that his secretary* 

had been doing for him. Instead of "automating" the office, he 
expedited it. H© worked out a kind of "flood control" which 
■ reduced costs, shortened recruiting time, attracted applicants with 
positive attitudes, and brought order out of chaos, 

86. Howard, Harold and others. "In®>roving Learning and Achievement in Business THG-STSM 

Office Machines," The American Business Education Yearbook , Vol. 2, 

19 ^ 5 ^ pages 2 k 0 ^ 60 ~ , ' ^ 

This section of the yearbook deals with the problem of machine 
training and discusses plans of organization, levels of achievement, 
equipment, pre-requisites, teaching methods, standards, and related 
topics. 

87 . Hughes, Arthur B. and Reineke, William H. "A Set of Standards in Teaching MST-SBC 

Office Machines," Balance Sheet , Vol. 38 , December, 1956, pages 

166 - 7 . 

These writers maintain that the teacher should have a set of standards 
for each machine in order to produce effecient operators* A table 
shows what proficiencies should be expected on certain macMh.es and 
where work still needs to be done. 

, 88. Hunt, Raymond. "Administration of Office Equipment," HCMA Forum , Vol, 24, 1^«STSM 

February, 19^9, pages 19-27 . 

« ’ Ail analysis of the method used by the Prudential Insurance Company 

to maintain control of their office machines, and some things they 
have learned about training operators. 

89 . Hunt, Raymond. "Selection of Office Machines," Journal of Business 

Bducationj Vol. 25 , September, 19^9 > pnge 39 . , 

Selection should be governed by: : . "A taiowledge of what machines are 
available and what types of operation they can perform, as well as 
a real imderstanding of the job in question. Suggests a check list 
be used against each machine in relation to the job it can perform. 

90 . Hunter, Roy Oo "Does your School Offer Courses in Office Machines?" CRS-SBC 

„ TJ BSA Forum , Volo 7, April, 1953 ^ P^g© 35 » 
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Discussion of the general plan and the prof ieiency plan for teaching 
office machines o Cost of machine makes full acquaintanceship 
prohibitive; although the teacher of office machines does have the 
cooperation of machine companies, sales companies cannot he expected 
to formulate the policies oi the course. Advises purchasing one machine 
in each group of the several major ones. 



91 . 



Huskey, H. D. and Huskey, V. B. "Hew Frontiers in Business Management 
Control Are Being Established by Electronic Computers,” Journal 
of Accountancy, Vol» 93^ January, 1952, pages 69-T5» 
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lEhis article sketches briefly the historical development of computers 
and forecasts the uses which will be made of them. 

92 . Hutchinson, A. R. “How to Deteinnine Office Eqi;dpment Requirements,” MA EQT-SSSM 

Office Management Series , Ho. 350, 19^8, pages 26-32. 

A description of the method used by the Western Electric Company to 
determine what types of machines to buy for use in its offices. 

93 , Indiana University, Bureau of Business Research. Indiana business 

information Bulletin #9, i 960 , 80 pages, illus. 

Proceedings of the 1S60 DBA Conference on Education for Business. 

Bloomington Bureaii of Business Research, School of Business^ 

Indiana University. 

9^j-. " Jarrett, Jack Is "A Surevy of Office Machines Equipment in a Selected 
Group of Business Firms in the Pittsb\n*g, Kansas, Area, Master s 
Ihesis, Kansas State College of Pittsburg, 1958, 66 pages. 

Study of business firms to determine types of office machines that 
might be incorporated into a secondary school course. Personal 
interviews and check list for ^^0 business firms employing two or 
more employees. Summary s (a) Typewriter was most used office 
machine, (b) Others in order of inqportance: adding-listing, 

calculators, bookkeeping and billing machines, duplicators, and 
voice -writing equipment, (c) Machines employers thought that high 
school graduates should he familiar with, in order of importance; 
ten-key adding-listing machln©, crank-driven calcip.ator, stencil- 
duplicators, dictating machines, bookkeeping machines, f^l-key 
adding-listing machines, and key-driven calculators, (d) Most 
employees secured by personal contact* 

95 . Jenal, Robert h. "Punched Cards Present a Problem,” Business Education 

Fonm , Vol. 6 , HOo 3 , December, 1951> 22. 

”The understan^ng of the collator is as basic to an aceomtant 
as an elementary accounting rule.” Except in rare eases, most 
operations now being converted to cards could have been handled 
at a saving with equipment that existed I 5 years ago. 

96 . Jemberg, George. ^Business-Machines Training in a Minnesota High 

School,” Amarican Business Education , Vol. IT, Ho. 5, May, I 96 I, 
page 2630 
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®iis writing focuses on the ’ instruction in the office machines class 
in IBM card punch training o 

9T. Jewett, Grandjean G. "A Survey of Available Electronic Computers and ^at EDF-SRV 
They Can Do for Modern Business,” Journal of Accountancy , Vol. 9o» 

August, 1953> pi^S®s 182-9* 

This author claims "the needle of truth is being lost in a haystack 
of promotion releases." This gives the resiilts of a s-urvey^ naming 
the machines which are actually available, whd is building them, 
what they can do, and how their installation can affect the office 
methods and personnel of the companies that invest in them* 

98. "Jobs on Electronic Office Machines," Changing Tiroes , Vol* 11, September, EDF-JOB 

1957, pages 31-3^ 

"Automation is coming to many businesses." This gives a table of the 
jobs being created by automation, what some of the words mean, the 
talent one needs to succeed in this field. "The key to this 
advancement will not be in your schooling- -that is only the back- 
ground, but the eaqoerience you manage to gain inside a company. 

99. Johnson, B. Thorvald. "Devising Instruction Sheets for the Hand-Operated 

Crank-Driven, Non-Listing Adding Calculator," Unpublished Master *s 

Thesis, University of Southern California, 19^2. 

The author out lin es a method of developing instruction sheets for 
teaching the calculator, and offers suggestions for their use in a 
teaching situation. 



100. Kahn, Gilbert. "The Operation of Instruction Materials for a Secondary CHS 

Course in Stenographic Machine Shorthand, " Dissertation Abstracts , 

Vol. 15, Publication No. 12221, 1955- 

Discusses what materials would be needed and the procedure for teaching. 
Need for this in business not established more than to say evidence 
of need was noted in UN reports and Kefauver Committee on TV. 



.101. Kappel, David J. "Summary of Civil Service Opportunities for the Operators GVT-^ • 

of Office Machines," Business Education World , Vol. 31? April, 

1951? pages 393? 396. 

Public high schools having a large enrollement of commercial 
students should offer satisfactory office machines training programo > 
to meet the local needs. 

102o Kennedy, Calvin. "Some Definite Teaching Procedures for Business NST-SBC 

Machines," Balance Sheet , Vol. SBp January, 1957? pages 210-1. 

Recommendations; (l) Make a good impression the first day. (2) 

Teach arithmetic and plenty of it. (3) Make daiOy assi^^nts 
whenever possible, (k) Review often. (5) Test often, (o) Read 

professional publications. 

103. Kennedy, Calvin . "Using the Guest Speaker in Teaching Office Machines," BXP-TRG 

UBBA Forum, Vol. 10, May, 195^? page 28. 
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Suggest very careful preparation feeforehand^ wMcli ineXndea reading 
t^e article by James F. Giffln, *‘The Guest Spealser,” ( VMk Worm , 
January, 1956)* 

ICA- . Kerman, A» J . ”Fimcbed Card Training Needed, ” Joiu*nal of Business 
Education , Vol. 32 , January, 19 ^, page 19 tio 

States that company classes should provide Jmovledge and content. 
Says that this is the way for an accountant to become a specialist. 

105. Kirhsey, C. Darwin. "Which Office Machines Shall We Teach?" Collegiate 
News and Views , Vol. 8 , March, 1955 ^ pas^s 13 - 6 . 

This is a discussion of a s’inrvey taken relating how it helped In 
planning this particular office machines program. A two-i«ge 
questionnaire was used, 29 offices were visitedj ie., questions 
regarding type, age, number of machines, the pea^ cent of time the 
machines were in use during the working day. 

1 G 6 . Klein, Herbert E. "More yalue for the Office Dollar,” Dun*s Review , Yol. 
82, Part 2 , September, 1963, pages II6-8. 

Off ice equipment has been one of the major growth industries. 

Sales have increased sevenfold since World Was II. Increase has 
now reached an estimated 315 billion dollars yearly. Typewriters 
alone are a 350 million dollar business, and office copiers 3OO 
million dollars— double the sales of just three years ago. 

107. Krause, Ruthetta. "Bus^jiess Machines Must 'Bs Included in Our Business 

Tjgalning programs ** Business Education World, Vol. 3I, September, 

1950 > pages 36-8. 

"The only sensible, long-range program is one that provides a 
comprehensive business-machines course . ” In a recent survey, it was 
found that the use of the adding machine was fourth among all office 
duties in all job classifications. It was exceeded only by the use 
of the telephone, use of filing systems, and examining and/or 
sorting business papers. Even greater use was made of this than of 
, the typewriter. 

108. Kroepsch, Helen J. " Office Machines Training Is Important," UBBA Forum, 

yol. 3, February, 19 ^ 9 > pase 31 * 

♦ 

Simple filing knowledge and business arithmetic constitute the 
basis of many clerical jobs in this new age of mechanised office 
procedures. 

109. KUethe, Vernaa "Business Students See Business in Action,” Balance Sheet , 

Vol. t 5 . No. 1 , September, 19 ^ 3 > pages 7 > ^8. 

This is a discussion of how the writer planned to have her students 
visit local offices in an attempt to coordinate education and the 
activities of local businesses. During the summer she took 
a survey of offices to determine the sizes and the kinds of jobs 
available. 
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110. itichteriheld, P, M. ^Why Give Office Machine Instruction?*' Journal of AMAIi-IIST 

Business Edacation , Vole 15, No, 5> January, 1940, pages 15-feo 

Generalizes on the physical aspects of the course-«how to make such 
a coiurse fit the community needs. 

111. Iii^iori, prank Edward. **Erohlei\s of Beginning Office Workers,” AKAJt-^OB 

Dissertation Abstracts , Pol. I6, Publication No. 15, H^, 1956, 
page 47 . 

The purpose of this study was to determine the problems of beginning 

-» vomen-off ice workers in obtaining and holding 4obs as experienced 

by the workers and as seen by the employers. Interviewed 120 
workers and 22 employers 5 workers were graduates of high schools and 
^ had more than four months of work experience. Employees and employers 

were in general agreement in regard to their joroblems— generally 

these problems were attributed to unsatisfactory instruction or 
Inadequate counseling in high school. These difficulties were 
related to skills as well as personal qualities. It is evident that 
cooperation by the business and school must he developed to a 
greater degree. Need for realistic instruction and practice in 
4ob-gettlng and Job-holding. ”Sigh schools should consider 
modification of course offerings and course content on the basis, 
of follow-up studies.” 

112. McBride, William J. "Survey of Office Machines in the Beloit, Wisconsin, SHV-jOB 

South Beloit, IlliiiDis, Ares,” Master’s Thesis, University of 
Wisconsin (Madison), 1956, 68 pages. National Business Education 
Quarterly , Yol. 27, October, 1958. 

purposess (a) To ascertain what type and number of business machines 
are used in the Beloit, Wisconsin, South Beloit, Illinois, area. 

(b) Po attenpt to discover the number of personnel employed in a 
full-time and part-time capacity in the same geographic area. 

Methods and sources; A questionnaire containing a list of the 
various office machines used generally and a two-part question 
inquiring what percentage of dictating was transcribed from 
shorthand notes and transcribing machines was sent to each business. 

The return of the questionnaires. was 61. 6 per cent* 

113. McCarren, Kenneth J. "How Ifeich is a Million Dollars^” American City , CQN-EQT 

, Vol. 5^, April, 1939, page 71* 

It is what Detroit taxpayers saved in nine years by mechanical 
procedures in the office of the Board of Assessors . In 193G, 

$170,000 was spent for the mechanization^ tax thus saved was $1 
million dollars . 

U4. McNall, Nyla. "Office Machines as Taught in the Colorado Springs High SEC-IQ 
School,” BalMiee Sheet , Yol. 36, January, 1955, 2Q5r7. 

A new area developed when it was observed that this high school 
had nothing in the business education courses to offer to the slow 
learner. Three requirements that a, student must meet to take the 
office machines course; (1) Each student must he a senior with 
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an average of ”C” or better in the first and second semesters of 
typing* (2) Olhe student must be taMng a general business course- 
in secretarial or retailing majors. (3) Tbe student must have 
successfully completed a prerequisite course in office practice. 

Here they study l8 different departments of business ^d clerical 
procedures, one for each veek of school^ they also study filing 
rules in this course. List of machines used, objectives of the course, 
jobs to be completed by the students, description of the machines are 
given in this article. 

115. McVey, Jennie. "Office Machines to Fit the Job,” Business Education Forum , EQJT-SBC 

« Volo 8, December, 1953 j pages 31-5* ~ 

Discusses office machines courses at Swampscott High School in 
*' Swaiqoscott, Massachusetts. Cooperates with businesses in the area 

by giving tests in the senior year, maMng out applications; also 
various standardized tests are given to acquaint the students with 
what they are to expect when applying for a job. 

116. "Machine Accounting in the Municipal World of Today," American City , Vol. BQT-GVT 

54, October, 1939^ page ^3* 

praises Burroughs for fitting bookkeeping machines to the kind of 
office work that is common to all municipalities . 

117. "Mhking Office People More productive,” Office Productivity Pamp^et , SRV-TRG 

(Reprinted from Dun<s Review , September, 19&0) , pages ll»b. 

'a. 

Survey was made of office operations in 275 companies; now these 
companies are putting greater stress on work measurement techniques 
job descriptions, use of clerical procedure manuals, and titter 
scheduling of work. This article details specific companies and the 
methods they are using to expedite the handling of paper. Throughout 
most of these examples, it is noted that a program has been inaugurated 
for boosting clerical productivity in that particular company. 

118. Meehan, James R. "Achievements in the Office Practice Subjects," CAIC-STSM 

Cotmn&rclaT. Educational Association of the City of Hew York yearbook , 

. I93B-9, pages 35-iH. ^ 

The section of this article dealing with machines ma^s definite 
a, suggestions as to the type of practice material that should be 

included in the course for the calciilating machines. 

H9. Meehan, James R. "Office Machine Training— the Time Required for an 501G-STSM 

Adequate Program,* UBEA Forum , April, 1947 > pases 17-8* 

The author believes the training time on machines can be cut down 
by stressing only the operations best suited to the machines. He 
outlines a training program for the operators of the various 
calculating machines. 

120. Mell, Harry. "A Business Machines Course," Balance Sheet , Vol. 4-5, CS^-SBC 

September, 196S> pages 17-9* — 
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Objectives of courses (1) Good work Ii8.blt8. (2) A working knowlsdge 
of cXerical fsmetions. (3) AdaitlonaO. Isnowledge. (4) Acceptab3^ 

worMng knowledge of six other laBchines. ( 5 ) ^^dersteiiding of tk© 

Tises of the decimal point* course plan is represented, as woll ss 
a list of machines taught, classroom equipment^ classroom organisation, 
grading student’s reports, and job placement. 

121. Melson, ^Elizabeth R. ’’Devices for Increasing Efficiency in ^aching TRG^C 

Qffiee Sauimnent*’* Jorumal of Business Edaa ea tlon, Vol. 3T> 

October, 1961, pages 10-2. 

# 

Goal for student achievement in knowleage of processes on an 
acquaintanceship level«-and more. He should have the broad 
experience to know how to check out the potentialities the 
* machine* 



122. Morrell, Donald C* **IiOS Angeles St^dards Survey,” £ournal of Bnsii^ss 
Bdueation, Yol* 25, February, 1950> 25-T* 






Reciawiendattons were developed from this survey, among vftiich was 
the desire to follow up the results of the purcha^s and installation 
of office machines to detertdne whether or not at that time buslnessBen 
were more willing to help high school graduates or not. 

123* Morrison, Rose. ”What Frice Brogress?” URSA l^aryms Yol. 10, February, HS! 
1956, pages 13-4 • 



”BlectronicB in business means accepting the fact that better office 
productivity will often require replacing a machine, not because it 
can no longer do its job, but because a new machine can do the job 
better.” 



124. Morrow, Joseph H. •’A Businesanan locks at Business Education in the High J0B-^C 
Schools.” Balance Sheet , Yol. 45^ Ho. 3? November, 1^3> pages 

105-8, 1387"^ 



”In .1956, almost 7^ per cent of Equitable’s Home Office employees 
were in f our lowest salary grades— the clerical jobs. By the 

end of 1962, there had been more than a 12 per cent shrinkage in 
the ratio of employees in the next six salary grades— the specialist, 
technician, and supervisory jobs.” Dr. Morrow suggests that if 
present trends continue, training in specific business sMUs m^ 
eventually become the smaller part of the curriculum. 

125. Morse, Olga Scott. "Adapting the Office Machine Course to the Community," ^0-BCM 

JO!ir»gl of Business Education , Yol. IT^ No* October, 1941, 
pages 19-20. 

yh-i fl writer mentions pitfaHs ®nd warnings about accepting work from 
outside the class in order to give experience on office machines. 

Details were given as to the make up of small bulletins and yearbc^ks, 
programs, cards, and color work. 

126. "Municipal Signifisence of Dictating Machines,” American City , Yol. 54, OT-BQfB 

March, 1939, page T* 
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Tells of the adiraatage of using the dictating machines at the »)ard 
of Estimate in the City of New York, detailing the length of the time 
of dictation, the amount of notes, the prolonged meetings, etc. The 
world* s largest user of dictating equipment is New York City. 

Dictating machines and booths do not even go to lunch. 

127. Mussleman, Vernon A. "An Aamlnlstrator Evaluates the Itecblnes Courses," SBC-Rm 
limerican Business Education , Vol* 19^T“0, pages 29 d*T» 

Sub -’headings: (1) Targets. (2) Tools. (3) Application. (1) Suggests 

acquaintance with several machines. (2) How many, what kind, cost 
and for what used. (3) Best with work e^rience. 



128. Nash, Elizabeth A. ’’The Textbook* s Place in Machine Office Practice,” 
Business Education World, Vol. 19^ October, 193° ^ pages 13o“^0 
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The point is stressed in this article that over-all understanding of 
the business and the particular functions of the material with 
which the operator works must be added to mere s k ill in manipulating 

a machine. 



129. Neill, Jack Ramsey. ”A Critical Study of jBUsiness Education in the 

Public Secondaiy Schools of Ohio,** Dissertation Abstracts , Vol. 
16, Publication No. l6,6l7, 195^, page 140b. 

point No. 12 in recommendations: School officials with the help 

of local business associations should make available adequate 
classroom furniture and the types of office machines needed to 
train business students for initial employment in office and 
distributive occupations common to the employment area served by 
the school. 



130. Nicholas, J. Cornelia. "The Development of a Self -Instructing Manual for TRG-CRS 
the Burroughs Sensimatic P-100," Dissertation Abstracts , Vol. lo. 

Publication No. 24,186, New York University, 195^5* 



Operators* Tnaniiaia of five business machines analyzed to determine 
how to train operators. 

*131. Nichols, Frederick G. "Criticism, Comment, and Challenge," Journal of C^-TRG 

Business Education , Vol. I8, No. 5^ January, 19^3^ page 9* 

Although the writer criticizes the fact that many things Vere not taken 
into consideration which should have been, he says that in a survey, 
many things must be taken into account to make it purposeful. He 
questions the wisdom of the issue of training a student for the jobs 
which are available, even though that student may have an aptitude 
for a job for which there seems to be no demand. 

132. Nichols, Frederick Go "Criticism, Comment, Challenge," Journal of Business CSM-STSM 
Education, 18^ January, 19^3# pages 9^ 25* 

The authoi? takes issue with the usual suggestion that the work of 
the local ©©mmunLty should determine the content of the machines 

course. 
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NOMA.. Fort Worth Chapter. '*Machine Training Recoimaended>” N( MA. Forum , SRV-STSM 
Vol. 2lf, April, 1949, pages U-5. 

The report of a sturvey made in Fort Worth, Texas, to determine what 
machine training was deemed essential, desirable, or unnecessary 
for stenographic, boohkeeping-accounting, and general clerical 
employees. 

134. ’’Now the Electronic Clerk," U. S. News and World Report , Volo 38, TRD-EDP 

February 11, 1955, pages 50*2. — — 

♦ - 

» Trend is toward need for more office workers yearly- The new 

machines will aid business in winning that battle with paper work— 
a battle which they thought ms being lost before electronics came 
" to their aid. 

135. Null, Thomas W. "Office Machines Operators?— Certainly!" Journal of CWB-TRG 

Business Education , Vol. 20, September, 1944, page 26. 

(Reprinted from tCLchigan Vocational Outlook . ) 

Change in thinking resulted through the cooperation of the local 
Board of Education and the State Board of Control for Vocational 
Education. Instead of businessmen thinking they would train their 
own machines operators, it was now possible to train them properly 
in the high school. 

136. "Office Jobs; Pay and Pay prospects," Changing Times, Vol. 10, June, TRG-FTR 

1956, pages 4l-3- 

"Learn how to run various machines that do billing, calculating, 
bookkeeping, tabulating, and so on. As business grows in 
complexity, machines do more and more of the office work. Survey 
shows that in the next four years, the need for machine operators 
will double." 

137. "Offices Short 600,000 Workers," Nation’s Business , Vol. 43, December, NST-TRG 

1955, pages 64-7 • 

This stresses the need, not only for more but better trained office 
workers. "A better training ^ob will have to be done by the 
schools." One suggestion (among many) was to provide on-the-Job 
^ trailing. For example, a Massachusetts insurance firm hires commercial 

teachers during the summer, has them work side by side with undsr- 
skilled employees with the hope of showing the under-skilled, how 
work can be handled more efficiently. 

138. "Offices Want Individuals, Not Simply Job Holders," Business Educatioa ANAL-JOB 

World , Vol. 44, No. 2, October, I963, pages 27, 37- 

Miss Jones believes that employers could do much more in fitting 
the girl to the ,30b. Sbe suggests that the employer esspress 
interest in the individual in order to get the best that this market 
has to offer. 
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139* O’Toole, ThonaSo ’‘White G©3J.ar Automation,” Reporter , Vol. 29, Deceniber BRP'^FTR 
i 5, 1963 , pages 2i|-T* 

Office automation is hound to accelerate before it slows down. 

But *’the hundred thousand office worlsers now heihg Relocated \pr 
computers,” one economist summed it up recently, ”will he a spit 
in the ocean to the armies of clerks heii^ humped hy the computers 
of the seventies . " 



ikO. Partin, Willie Curtis Wright and Dial, Fred Wo ”A Course in Business ^ S 
^ Machines,” Balance Sheet , Vol. 27, No. 3^ Novemher, 19^5^ pa«es h4-7- 

In this article, dictating machines are listed as first in importance; 
next, duplicating, T? 7 ith calculating and computing machines taking 
third place. Suggestions of time are given for work on the 
various machines, si^ggestions for teaching procedure, equipment, and 
^ testing. 



li|-l. Payne, Vernon W. ”A Study of Business Education in the Public Secondary 

Schools of New Mexico,” Dissertation Abstracts , Vol. 13 ^ Publication 
No. 6305 , 1953 ° 



General information on business education with recommendations for 
curricular materials (among other things) to he brought up to date. 



l42. Perry, Clark. “Arithmetic Fundamental to Machine Instruction,” Joi^nal of NST-RCM 
Business Education, Vol. I 8 , No. 7^ March, 19^3 ^ pages 19-20 . 

This writer says that a student must have a thorough knowledge of 
arithmetic, proceeding then to present examples in division, discount 
and per cent, and price per hundredweight. 



143. 



Peterson, Harold R. 

Instruction,” 

96. 



“Office Machine Practice and the Improvement of its 
OJhe Balance Sheet, Vol. 2k, October, 19^2, pages 65-7.* 
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The author, an official of the Liberty Mutual Insurance Company, 
describes the plan used in his company for giving on-the-Job 
* training for the various machines. 

Jkk. Pilkenton, Kenneth U. “An Investigation of the Duties of the General 
Office Clerk,” American Business Education Digest , Vol. 1, 

May, 19 ^ 3 ? pages 211-2 o 



The report of a Master’s thesis at the University of Southern 
California lists the duties perfomed by clerks in weighted rank 
order, and lists the ones which the businessmen felt should and 
should not be learned on the job. 



145 . Plraino, Thomas A. "People and Procedures," The Office , Vol. 57 No. 5^ MGT-TRG 
May, 1963 ^ pii-ges 297 - 9 . 

This article emphasizes the importance of people in relation to 
tools and techniques of systems and procedures improvement, stating 
that many bulky and expensive procedures can be eliminated if we 
have more faith in people . Incompatibility between management and 




OFFICE MilCHINES BIBIIOCSlAPinr 





eiz^Ioyees is furthered also in the drive to systematize and automate 
the office, moving the white-collar workers one step further from 
company ohjectives. 

l46. Place, Irene. "Evaluation of the Office Practice Program,” National iUSAL-^OB 

Business Education Quarterly^ Vol. 22, No. 2, Winter, 1953; pages 
31-7. 



"Office work is to a business organization' what a blood stream is to 
an individual— an artery, a service agenjb, a lubricant.” An office 
® training program can really be evaluated: by the success of its 

products. 

*147. Plummer, Morgan H. "Machines to Pit the Job,” Journal of Business SQT-JOB 

Education, Vol. 29, !©« January, 1954, page 157« 

New devices with unbelievable capabilities reported in this article. 
Description is given of the installation at the John Hancock Mutual 
Life Ins\irance Company: Dictating machines, common language machine, 

pimched tape systoa, reading-printing machine, and Travel-Talk. 

These machines all Indicate trends in office equipment, and business 
teachers should keep their students informed of office equipment 
mcdernization . 



148. Porter, Gerald A. "Instruction in Offic© Machines," Business Education TRG-8EC 

Eorum, Vol. 9; February, 1955; pejes Z% 42. 

ihqohasizes the necessity for teachers to have production standards 
in office machines instruction. 

149. Potter, Thehna Maude. "An Analysis of the Work of General Clerical N^-JOB 

Bnployees,” The National Association of Business Teacher-Training NO AN 
Institutions ^ Bulletin No. 39; December, 194^, page ^9* 

150. PcJtter, Thelma Maude. "Current Trends in Unit Planning for Office CRS-STSM 

Machines,” Eastern Commercial Teachers Association Yearbook, 1942, 
pages 169-75. 

« 

In addition to developing the principles of machines unit instruction, 
the author discusses the objectives of such instruction, the time 
required for training, and a suggestion for short training courses 
to rmi throughout the school year. 



151. Potter, Thelma Maude. "The Teaching of Office Machines^ Methods, ' TRG«NST 

Techniques, and Standards,” American Business Education , Vol. 

May, 1948, pages 266-8, 276-7- 



"The procedures and techniques change for every job performed but 
the way of thinking throu^ a piece of work doesn’t change. Owp 
responsibility as teachers is best discharged by giving students 
this unchangeable skill which can be used in suiy job, in any office, 
and any level of work." 

152. "Programed Trainirig of Office Workers," Tde Office. Vol. 57; No. 5; May, ®6-EDP 
1963; pages 86-91; 270-7- . 
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This article points out that managers are using programed instruction 
adapted the Pressey idea of progressing to new learning upon 
responding correctly* Some companies are essperimenting with teaching 
machines controlled by computers, which regulate questions ' in speed 
and difficulty according to the response or intelligence of the 
learner. 

■ 153 . Puckett, Cecil. "Trends in Business Education," HEA Journal. , Voi. 39> SIO-^TEID 

^ February, 1950, pages 3^*5 • 

® The purpose of the hi^ school business program should be two fold: 

( 1 ) To provide an opportunity for students to acquire skills and 
knowledges which may be used sas tools to earn a 3=iving in the 
functional areas of business. (2) To provide opportunities for all 
youth to acquire general information which will later better fit 
them to take their places in the econmic and social life of their 
commimities. 

154 . Reagen, Mary Joan. "A New Deaprtment» -A New Outlook!" Balance Sheet, Vol. RQ?-SEC 

38 , February, 195T> pages 251-3 • 

This article was written in the hopes that the experiences of 
reorganization might help other schools in establishing a new 
business department oer reorganizing the old one. 

155 . Reed, James Ralph. "Circumstances Surrounding the Employment of Beginning SRV-JOB 

Office Workers in Oklahoma City," Dissertation Abstracts, Vol. 

' 15 , Publication No. 14019, 1955> page 2443. 



One conclusion, among many, was that beginning office workers are 
perf om tasks which are basic to their occupational 
classification; other conclusions: accuracy most frequently 

deficient; duties to be performed by office workers always go far 
beyond their work classification; secretarial and accounting 
positions hardest to fill. 

156 . Regis, Sister Mary. "Some Problems and a Few Suggestions," Business 
. Education World, June, 1945, pages 565 - 6 . 
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Gives the usual set-up for a rotation plan in teaching but offers 
two hints in the teaching of calculators; The use of the answer 
book or key permitted the students in order to find errors before 
progressing too far to give them the sense of reasoning out why; 
also, letting two students work together on a calculator, they seemed 
to get more from the course. 



15T. Reuter, Helen M. "A Stu^ of Equipment in Business Departments in Ohio 

Schools in Cities of 6,000 to 23,000 Population with Special 
Reference to Such Equipment in Fremont High School," Unpublished 
Master »s Thesis, The Ohio State University, 1939- 

158 . "Revolution in Office Work; How Autcanatlon is Taking Over," U. S. News 
and World Report , Vol. 46, May 4, 1959, pages 66-71. 

Machines will not displace workers as there are now 100,000 more 
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workers in office occupations than a year ago^ seven times as many 
as 50 years ago. Instead of displacement, workers ere up-grading 
to the more interesting ^bbs. Even with new mechanical aids, 
clerical tasks continue to increase. 

159 . Reynolds, W. T. "Office Machines— Plan Before You Purchase," Office 

Executive* Vol. 27, March, 1952, pages l8-20. 

Discusses necessity of selection according to need and cost in 
order to make a profit in business. 

160 . Roberts, Ruth L. "Desirable Standards and Practical Measurement of 

Achievement on Office Machines," Business Education Digest , Vol. 

6 , No. 1, March, 19^2, pages 52-4* 

IJhe three skills available on office machines— acquaintanceship 
level, functional level, and vocational level — are discussed here. 
Q 3 ie type of course which is chosen depends upon the community need, 
the amount and kind of equipment, and the place in the curriculum. 
Community need is most important because it is that larger community 
which will give the student his later employment. Qlhis writer 
recommends canvassing the community, listing the machines and 
analysing their work to find the particular jobs on which training 
should be given. 

# 

161 . Robinson, Julius M. "Teaching Business Machines Course n a Small High 

Hi^ School," Business Education Digest, Vol. 5, 1, March, 

1941 , pages 109 - 12 . ~ 

This describes personal case in Peking Hi^ School in Illinois. 

The writer's objectives in the course were to -teach '-.the funclamehtlil 
skills and a thorough understanding of business applications of 
machines rather than to produce highly skilled operators. 

162 . Robitaille, Louis Ji "purchasing. Maintaining, and Replacing Office 

Machines," UBBA Forum , Vol. 9 , May, 1955, pa«es 30 -I. 

. Discusses rental, purchase, maintenance, and service of office 

machines . 

• 163 . Ross, Allan J. "Recent Developments in Business Machines," American 
Business Education , Vol. 25 , No. 4, May, 1959, pages ^OS-ll. 

"The only measure of Its justification and success is the degiree 
to whi. \ it enables an individual to achieve a desired result 
faster, easier, and more accurately. However simple or elaborate 
the macblne may be, it will accomplish only what it is made to 
accomplish by human operators 0 " 

l64. Roughsedge, M. Gertrude. "Training Calculating Machte9 ©aerators," 

Journal of Business Education , Vol. 15 , No® 7, March, 1940, 
pages 21-2, 24. 

This writer believes that teacher training given to prospective 
teachers of typewriting should also be given to teachers of 
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calculating machines. ®iat is to say, that the latter fi^ld is in 
as much need of methods instruction as is the former. 

165. Roughsedge, M. Gertrude. **War Time Problems in the Calculating Machine 

Classes," Eastern Commercial Teachers Association Yearbook , 19^3# 
pages si-l-HT ^ 

The author discusses the conmion attitude of business teachers 
toward machine training, outlines a program, and includes samples 
of problems and times for working. 

3 

166. Ruegg, Robert J. "Starting from Scratch in Office Practice?" Business 

Education World, Vol. 37 ^ February, 1957 > pages 32-3 

( 

This discusses how to schedule an office machines course; how many 
machines will serve how many students for how long. 

1670 Ryan, D. J., Jr. "Central Tabulat?;ng in Detroit Department of Public 
Welfare," American City , Vol. 57> M^-rch, 19*^2, pages 5^-3* 

From 1939 to 1942. employees in the Central Check-writing Division 
were reduced from 59 bo 34. This article gives details and eicawples 
of the use of tabulatiag equipment and the value it is to an 
office of this nature— efficient, econcaiical, and convenient* 

168. Schlauch, W. S. "The Use of Calculating Machines in Teaching Arithmetic,^ 

reprint by Monroe Calculating Machine Co. of an article in Th^ 
Mathematics Teacher , Jganmiy, 1940, pages 35-S. 

A report of a stu^ made in Kew York City on the effect in leamin^^ 
arithnetic of using calculating machines ccmq?ared with using paper 
and pencil. The article «aso reports on the finings of a doctoral 
study made in Califomla by F. Marsh on ^ Bmm problem. 

169. Schuette, Amanda. "A FoiUow-up Study of the Graduates of 1947 in Green 

Wisconsin, public Schools, The Batica^ Business 
Education Quarterly , Vol. 3B, Fffll, 1949, pages 26-30. 

This study asked among other things, ^iCmt courses would you tal* 
if you were to go back to high school and tlas following couarses 
. were offered?^ and found machine caloulmtion placing second on Vm 

list of courses desired. 

170. "Setting Work Standerds," Administrati’ye Hmsgeaent , Vol. 24;, September, 

1963, pages 65-7. 

This iufticle elaborates on the uses and need for work ffleasurament. 

A study would reve«il which present duties were uniiecesiaryi 
permitting econoay in existing ffiethuisj nhcLLii'" tlr: 

are doing work of Iheir caliber. 

ifl. Sevenich, Antonia M. "A Survey of the Office MachiiKs Used in the Port 
Washington^ Wisconsin, Area," Master *s Thesis, 03ie University 
of Wisconsin (Madison) , 1956, k6 pages; gational Business Bducation 
q^uarterly , Vol. 27, CJctcher, 1958^ page 66. 
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Purpose; (a) U!o find out whether the school program is prepari^ 
office personnel to meet the demands of business in the area, (p) 
To assist school personnel in setting up a training program for 
future office employees, (c) To aid school personnel in the 
selection of additional training machines. 



172 i Showalter, Lehn H. "Some Problems in Teaching Machine Posting," Journal NST-SBC 
of Business Education , Vol. 15, No. 5, January, 19^0, page 20. 

This lists nine common causes of posting and pi’oving errors and 
» states that there is no panacea offered, but the cure must come 

from the student himself. 



*173. Sister Mary Marcia, RSM. "Selling the Machines Course," Balance Sheet , 
Vol. 35> May,'1953> pages 388 - 9 , 399* 



THG-SEC 



This business course, dependent upon an acade^iiic basis, uses 
history, English, and two years of Spanish required of all business 
students. Business students are divided into secretarial, booWseeping, 
and clerical. The business mjor is selected in the junior year, 
and this specializati-v. requires intensive training. Hi^i IQ*S are 
required for bookkeeping or secretarial. This is an interesting 
article which shows the detailed description of an office machines 
course and its workable operation in this high school. 

174. Smith, IiOis. "Grading in Office Machines Classes," Balance Sheet , Vol. MS 
kk, February, I963, pages 253-4. 



Suggestions given for developing your own grading scale for various 
office HKichines. 



175. Specht, Joseph F. "Moderu Business Calls for Modern Machines, " Journal of EC^-JOB 

Business Education , Vol. 33, March, 1958, pages 248-52. 

' f 

Modern business calls for modern machines in order to furnish an 
employable skill. Requires scientific planning and layout. 

176. Specht, Joseph P. "Training on Office Machines Helps Accounting Students," TRG-SBC 

Business Educ ation Vorld , Vol. 37, Aprll, 1957, pages 19-20® 

. This points out the advantage of having bookkeeping or accounting 

students use their skills and knowledge gained on office machines 
or in office practice in applying it in an accounting course. 

177. Spindler, Charles R. "Business Machines for School Laboratories," SRV-BQJT 

Education , Vol. I8, No. 7, March, 1943, pages 15-6. 

The editor suggests in his note to this article that the reader 
evaluate the efficiency of the teaching and use of the machines 
in the terms for which they were purchased, and make sure that 
every machine is performing a full-time duty. 

178. Spindler, Charles R. "Criteria for Selecting Business Machine© for School EQ3J-STSM 

Laboratories," Unpublished Master *s Thesis, University ©f Iowa, 1942. 
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!!■ I . |- I r n ^ 

A survey of l40 schools made to discover their views on various 
methods of selecting eq.uipment, plans for teaching machine courses^ 
plans for organization, and teacher requirements. 

179. Stander, Norman B. ”‘Rasic Elements in Reliahility Training,** Personnel , 
January, February, 1964, pages 70-4. 

One way to eliminate the chance of human eiTor of a systems* 
eventual performance is to remove the worker. !Ihis, automation is 
doin^ to a certain degree. However, the human operator is here for 
quite a while. The program designed to motivate a man to produce 
work of high quality must take into account his group-related needs 
and his personal ones. Such a progrem must Incorporate five 
essential elements. 

180. Stein, I^cwrence W. *‘The Case for Office-Machines Courses,” Business 

Education Norld , Vol. 36, February, 1956, pages l6-7 . 

Conipares the cost of office machines with typewriters to prove that 
equipping an office machines room is not as expensive as its 
opponents seem to believe. Says that the replacement of typewriters 
is more expensive than other machines by 75 per cent. 

181. Strauch, Juliabel. ”A Survey of the Office Duties and of Employers* 

Evduations of Office Employees in Thirty-two Business Offices in 
the Pekin, Illinois, Employment Area," Review of Business Education , 
Vol. 46, August, 1949, pages 26-31. 

®ie report of thi s Master *s study lists the office duties of 
clerical workers in frequency of performance, including machine 
operation. 

182. Stuart, Mary. ’^Modernizing the Objectives, Content, and Organization of 

Clerical and Machines Courses , ” National Business Education 
Quar terly , Vol. 10, March, 1942, pages 43-5. 

Discusses need for type of training necessary after the war. One 
point made shows difference was that clerical and machine practice 
should not be limited to pupils on the commercial course— the 
college prep group could and woxild benefit from the study of filing, 
. calculating, transcription machines, etc. 

183. Stutsman, Galen. "Is Adding-Calculating Machine Training Necessary?" 

Journal of Business Education, Vol. 29, January, 1954? pages l65-6j 
February, 195^? pages 210-2j! March, 1954, pages 244-6. 

This is a three-part article with subheading of the first as 
follows: '‘Most studies of business offices have shown that, after 

the typewriter, adding and calculating machines are most frequently 

used by office employees^ and such investigators usually conclude 

that we should, therefore, offer training on these machines in oiu* 
business training program. " 

184. Stutsman, Galen. "levels and Comptencies in Office Machines," American 

Business Education Yearbook, Vol. I3, 1956, pages 8I-9O. 
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Discussion of the status of standards > saying that business wants 
standards* Gives sample standards (gleaned from recent reports) 
for operation of a few of the more common office machines (pages 

■' 

165. S^^ton/ Mary Etta, Survey of Office Machines in Use and i^lahle Jo^^ 

Opportunities for High School Graduates in the Manufacturing 

Industry in Muncie, Indiana,” Master »s Thesis, Ball State Teachers 
College, Muncie, Indiana, 19331 HBBQ, Vbl. 23, October, 195^> page of- 

Purpose: To locate the various off ice-aoh opportunities for the 

high school graduate in the manufacturing industries of Muncie, 

Indiana; to list the off ice machines in use by high school graduates 
on the initial job; to determine employment req.uirementSi to find 
out what questions employers ask a beginner during an interview . 

Materials and methods; Personal interviews, using check lists, 
with office managers in 5^ industrial finnsa 

186. Swanson, Edwin A. ’’Changes in the Content of Business Courses or Study for 

Office Workers to Suit Present and Future Heeds,” HBBQ , Vol. 9# 

March, 19^1, pages 25-32 - 

Philosophical discussion of the subject. The latter part bears 
examination, wherein the author criticizes: "Most sectional 

meetings of the national conventions of the American Vocational 
Association where speakers say *give us better students*,.. 

This type cf vocational education does not lend itself to the 
training of below-average students. . . * steer the poor students 
into something else o* ” The writer says that this field of area 
of business education is broad enough and inclusive enough to have 
room for almost all levels of student ability. 

187. "Teamwork with Business Is Trend of Education,” School an d Society, Vol<. CfWB-ESch 

66, August 16, 19^7 f pages 119-22. 

**teamwork trend” appears in areas which may be described under 
five different headings; (l) Determining the objectives of business 
education, (2) Development of course content, (3) Selection of 
* students for specific training, (^) Selection of teachers who have 

intimate knowledge of their field as well as a keen understanding 
^ of business policies and procedures, and (5) Correlation of work and 

training. 

188. "Tell It to the Machines, ” American City , Vol, 52, October, 1937 ^ pug® 7* EQJP-TRD 

Tells how the city and county departments lead in the use of 
dictating equipment . They have added methods which will permit 
them to get their work done despite deficiencies , 

189. "That Hard-Working Family of Tabulating Machines,” American City , Vol. 64, HST-BOfT 

February, 1949> pages 189-91* 

Discusses the use of these machines for small operation, as well as 
for the large city for which it was first thought to be meant. 

Starting at the year 1908 and the first die -set punch, it goes 
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tlarougli 19^1 and the Instantaneous Summary I>unch 
©lese machines, thou^, had one trait in common- 
complate accuracy. 
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X90. Shatch, wayland B. "Offer Valuab^ omce M^Mnes Trainit®," BaOew^ 

Sheet, Vol. 39 f April, 1958, pages 348-51. 

Ifeed for office i«acliines Is anparent Because f 

machines in Business. Cites need for these mchines In small M well . 

as large high schools. Says that tte reasons schoo^^^^ 
accept machines classes was due 1*0 (1) cost, ( ) _ _ . 
aamlnlstrators, (3) IseJ^ of get 

oBieetives of the course, the Basie machines, the content, BOT to geu 

■ started, work projects for each machine, and the final correlation 

of learning. 

"She (tffloe worker and His Education," School Vol. W, April, 1962, SRO-JOB 

page 24. 

®ie primary goal of the office education 

manpOTer needs By developing to the maximum the potential of thos 
parsons who will follow an office career. 

"Ihe Selection of Equipment for Office Practice feBoratorles," Ihe Ba3^ Eqir-STSM 
Sheet , Vol. 28, March, 194T> pages 302-5. 

5 Besides outlining the equipment that should Be te 

laBoratory, the author sets forth a ® -- 

requisites such as arithmetic for entrance into such a course. He 
further outlines the levels of competency to Be sought in teaching 
the various adding and calculating machines. 

193. Thomas, Half jay. "A Survey of Business Education in 
” Schools and the puBlic Junior Colleges xn the State of ^sas, 

»g.»rtation Abstracts , Vol, 14, Publication Eo. Tl42, 1954j pase 2T8. 

A criticism of the inadequacy of the Business program. Mentions 

sTOSSceSy- "Except for typewriters and duplicating m^hines, 

' tS ^S^f office machines available for instructional purposes 

in mS^K^tL Business departments is limited. 

. need for more adequate supervision of business education in the state. 



194. ©irasher, W. T. "Punched Tape Boosts Accounting Efficiency, ftper j ^g n 

City , Vol. T 3 > ^958, pages 160-lc 

Five people instead of ei^ti 66 ledgers instead of 500; hours 
instead of days. 

195, "Tcanorraw's Office: It Runs Itself." Business Week, October 20,1956, 

page 25c 

tCheme of 53rd Anmial National Business Show in the New Tork _ 

was "^tlon Personifled"--ex^tte^^^^ 

tapes, punched cards, and memory di:Tjms > Office of 97 

) ^ giving push-button access to stored away data. 
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! i 960 Tonne, H^i^ert A« **Maoiiine Training in the Schools,” Journal of Easiness TRG*-SB0 
I Education , Vola 30 , November, 195^, pages 6 I, 70. 

Reference is made to Stutsman* s article in January, February, and 
March issues of JBB, 1954 . *'Is adding and calculating machine 
training necessary?” , **While machine training is not uniquely 

necessary for securing employment in business jobs, such training 
should give considerable advantage in securing initial employment 
and is probably of significant importance in helping the new worker 
to adjust himself to tl® job.” States that less than one. per cent 
* of business workers are specifically machine workers <> Mentions 

the handicap of being trained by a supervisor who has no conception 
of the teaching process and what it involves. 

197 . "Training for Of f ice Occupations,” Journal of Business Education , Vol. 23, TRG-SE0 

October p 1947 > pages 35*6® 

Biscusses the variety of occupations in office work. Number of 
office employees, status of office training, groups served by 
training offered, also given treatment in the discussion^ in the 
training area, instructional content, teacher qualifications, and 
professional leadership is discussed. Under "Business Trends in 
Office Training”: (1) Better understanding of employment requirements, 

training standards, and teaching methods. (2) Emphasis on independence 
with respect to human relations, group responsibility, and opportunities 
for advancement, as well as the emphasis on skills o ( 3 ) Office 
training programs show, of course, that. Student has emploj^ble skill. 

(4) Supervisory training for department heads, junior executives, 
and managers. ( 5 ) State wants local supervision for all phases 
of business education, including training for the office occupations. 

( 6 ) Demand for ejgQansion for employment of servlees of the United 
States Office of Education with respect to business education. 

198 . *Tr a-iTH ng Ground for Technicians,** Business Week , November 7, 1959 > TRG-CSM 

pages 76-7* 

Vocational training emphasizes manipulative skills 5 tedhnical education 
emphasizes brain work and theory, training for jobs in fields like 
^ computers and missiles. These are very closely related but this 

editor says that you can* t train the two in the same class. This 
, article was written about a study made in Bevittown, New York, 

Division Avenue Hi^ School, as part of NDESA in 1958. 

199 . Trytten, John Melvin. "A Study of the Relation Between the Equipment of EQT-KST 

Commercial Teachers and the Demands of ffiieir Teaching Situations,” 
Dissertation Abstracts , Vol. 12, Publication No. 3818 , 1952. 

*’Several of the conclusions or confirmations of the obsei^ations 
frequently heard: That a significant number of teachers have a 

narrow concept of edueationj that they persist in loyalty to the 
few traditional office skills| and they ara content to pass on to 
stude be the learning that they received, justifying the criticism 
that ley are preparing the students for the business world of 
yeste; lay.** Recommendation is given that the teacher should adjust 
to sluaations that are unexpected. 
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200 « Vmk Forum , 1957 62 pages. HST 

100 years in Business Education, and inventory of business education 
issued on the occasion of the centennial year of NEA, Washington, 

Do C. 

201. Uo So Labor Statistics, Bulletin Wo o 1255, Occupational Outlook Handbook , J0B-3TO 

1959^ pages 224-38 o 

In 1958, 3 out of 10 employed women were clerks. Office machine 
^ operators are usually assigned one job to do on a particular 

machine; jobs are repetitive. Billing machine operators make up 
one of the. largest groups of operators of mechanical office equipment. 

202. VanDerver, Elizabeth A. Tiltono *’A Study of Patterns of performance for AWAL-JOB 

the Most Frequent Duties of Beginning Clerical Employees,” 

Dissertation Abstracts, Volo 11, publication Wo. 2516, 1951* 

Observation of beginning clerical workers in I7 different business 
organizations. ”Ihe operations selected for study were determined 
by an analysis of nine outstanding surveys of clerical work. 'Che 
69 most fr-jquent operations of the office clerk resulted from this 
study and constitute the essential basis for training clerical 
workers. 



203. Vinocour, S» M. ”!The Trend Toward the Trained,” National Business Womanj^ BHL-JOB 

Vol. 36, January, 195T^ pa€es 16-7. 

This article was directed to the Business Professional Women *s 
Club members (BPW) across the country, telling them that they 
could counsel and guide young girls so that they could better 
visualize the business world and so that they could obtain the 
best possible training. It directs these women to elevate the 
whole business education field by proposing changes and new methods 
to the business educator— ideas drawn from BEW’s experiences. 

204. ’'Visual Aids— Motion Pictures in Office practice,” Education for Victory ^ TRd 

Vol. 2, No. 10, November 15^ 19^3^ pag® 8. 

This lists and describes several fihns which were produced by the 
» Navy to help train office workers. There are 8 in the gro'dp, oue 

of which is "Maintenance of Office Machines,” en5>haslzing a nuniber 
of ways in which machines can be protected against dust, dirt, and 
carelessness « 

^05. Vorachek, Georgette. "A Survey of Office Machines in the Selected North SRV-SEC 
Dakota Hi^ Schools,” M. A. Thesis, University of North Dakota, 

(Grand porks) , i960, 89 pages. 

Of 227 questionnaires and letters, 87 per cent or about I90 responded. 

These were from fully accredited secondary schools. Summary of 
findings: (a) Office machines were used by teachers, students, 

administrators, (b) Machines instruction given in the twelfth 
grade, rotation plan offered in 47 schools, (c) Comhination of 
textbook and office company materials used In 4l schools for 



OFFICE mCillKiS BIBIflOGRAEffiT 

• office mescbines courses, (d) Office machines equipment was r^asosiaW 

up-to-date, (e) 6> teachers stated that their machines greatly 

resembled those used in local offices, (f) 89 business teachers 
were using all machines available, and (g) J2. indicated additional 
machines ;/ere needed. 

206. Walker, Robert Douglas. "The Cost of Equipping Hi^ School and Junior EQ3?-SBC 
Colleges Business Education Classrooms," Dissertation Abstracts , 

Vol. 20, Library Card Mic 59-8403, 1959# page 3170* 

Lists Itemized cost of equipment for office machines classrooms 
as well as furniture, etc. Emphasis is on cost. Suggest additional 
research for developing equipment standards and their related cosies 
for all instructional areas . 



207. Wallach, Jack. "Miss Pushbutton, Take a letter,’* Nation »s Business, Vol. TR 0 «*EDP 
35, February, :i947# pages 60-2<. 

Implies very definitely that machines are becoming more and more 
complicated and eiqpensive- -billing machines, calculators, duplicators— 
that no specific training should be required because schools Just 
keep up with business in equipping on an equal basis. 



208. Waterman, Letha H. "A Survey of Key-Driven Calculators in Colmbus, Ohio, CRS-STSM 

With a Suggested Syllabus for a Course of Study," Unpul^lished 
Master »s Thesis, The Ohio State University, 1941. 

- The study reports on l42 questionnaires and 7 personal interviews 

made in Columbus in 1940. Items covered were number of machines 
used, operator® employed; kinds of work done on machines, other 
duties performed, weaknesses of operators, and reasons for 
discharge. 

209. Weeks, Edwin, Jr. "A Study of the E2q>ressed Employment Needs of Bm^oyers AHAL-JOB 

in the Syracuse Metropolitan Area with Implications for the Office 
Occupations Program in the Syracuse Public Schools,*' Dissertation 
Abstracts , Vol. 22, I962, page 3898. 

* ■ purpose ! To deteimine whether the schools were meeting the needs 

of business in the area. Problem included investigating informed 
t managers and personnel representing executives in Syracuse business 

firms. 
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Wein, Dorothy. "Initial Employment of the Hi^ School Graduate of a 

Commercial Course," High Points, Vol. 22, October, 1940, pages 2 -T« 
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What the employer wants: Versatility in order to provide opportunity 

for transfer from one job to another and in order to train for 
supervisory work. Skills make up only about 10 to 35 P©i’ cent of 
the worker's employability. 

What the- employer is getting : Inaccuracy, volune of work too small 

in and carbon work, too much talking to nei^bors, 

too much delay between Jobs. 
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211. "What I Woiiid Bo About Ditto If I Were Miss Davis,” Business Education JOB-CSM 

World , Vol. April, 194-9^ pages 492-4. 

fhis e^q^resses the need for business to do more than furnish charts 
on the operational use of office machines. Says that the represent- 
atives should taHt directly "with business teachers to tell why oad 
how business uses their equipnent. 

212. ’What Should the Office Do?” Dun’s Review ^ jFsrt II, Special Report on the AMAIt-Tj0B 

Office, September, 19^, pages > S9b-9» 

I ' 

ajhls is a discussion of how the functions ef the office are changing, 
due to new tools and techniques. 

213® "What’s New for Cities in Business Machines," American City , Vol. 53? 

November, 193B, page T9- 

Describes "new" calculator (National Business Show in New YorJi) , 

BlJlott tax bill Printer; addressing machine, general aecouating 
machine, booKtoeeping machine for register posting, e& well as for 
adding and subtracting. Burroughs Fanfold Order-Writing machine 
described step-by-step. 

214. "White Coll- Jobs Blossom Again, " Business Week , April 25, 1959, page 32. JOB-0!RD 

Peciission over, demand for workers is up. We need people who can 
use their heads, who can assemble data to be used in the computers. 

Instead of secretaries handling so much dictation, more jobs are 
opening up for transcription machine operators, and the 
secretaries are being released and needed for decision-iMdcing tasks* 

215. "Why the Rush?" Dun’s Review , Annual Office Report; ’’The Decision That !CRD-EQJP 

Can’t Wait," September, I96I, pages 4-5* 

Ihis article is concerned mainly with office equipment but some 
interesting facts are revealed regarding clerical activity— 

"From 1950 to i960, the number of clerical workers in the siation 
rose by 28.^— a rate of growth nearly as great as even that of the 
* Gross National Product." !0his imp?les that company overhead is 

going to consist more and more, cff clerical salaries, expensive 
floor space, fri®§e benefits, and lost hours of coffee breaks. •• 

In other words, tlat mushrooming c2.erical force is threatening to 
bec^ae a truly vast business possibly outweigMng in 

time such other major costs as raw materials, distribution, and 
transportation. . 

216. Wilslng, Weston Clarence. "An Appraisal cf Business Education in the CSM-SBC 

Urban and Ri^al Public Schools in the State of Washington," 

Dissertation Abstracts, Vol. 20, Dlbrary of Congress Card No. 

me 59-335^^ 1959> pag© 9T1- 

"Souse employers scored the public high schools for not providing 
specialized office machines instruction^ that the schools were not 
ttmning out enou^ employable graduates in tbe occupational areas 
in which they were furnishing training; wedimessess of graduates were 
in attitudes, character traits., and fundamentals." 
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217. Wathenow, Edith Veronica. "In-Service Training B^'ograms for Clerical 

Workers; An Analysis of the Formal Training Programs Conducted hy 
Selected Business Firms for Their General Clerical Worlsers," 
Dissertation Abstracts ^ Vol. 1^, Publication No. 7^^# 195^ > 
pages 521-^. 

Tp»ng what husinessmen expect of their beginning employees. "Many 
New York City business firms conducted training programs designed 
to train new employees in clerical skills and to orient them to 
their firms. The ^m of this study was to examine the programs and 
p, study their organisation’s alms, methods, and materials for the 

purpose of improving the clerical programs in the New York City 
schools." Members of N054A conducted this study by mail| 36 firms 
’ were selected for study. 

218. Yanney, R. H. "Office Machines and Office Careers," Journal of Business 

Educa tion , Vol. 23, June, 1948, page 3I. 

An official of the Hoover Company malses recommendations to potential 
office workers as to what machine training they will need for 
success on the ^ob. 
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